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UNITED STATES DEPARTMENT OF AGRICULTURE 
SCIENCE AND EDUCATION ADMINISTRATION 


OFFICE OF THE DEPUTY DIRECTOR FOR 
TECHNICAL INFORMATION SYSTEMS‘ 
NATIONAL AGRICULTURAL LIBRARY BUILDING 
BELTSVILLE, MARYLAND 20705 


PHOTODUPLICATION SERVICE CHARGES 


We recently reviewed the procedures in our Photoduplication Section. 
As a result of this review, several changes have been made. 


1. Request Forms. The NAL Request for Photoduplication form 
should no longer be used by libraries requesting items from 
us. Instead, requests from libraries should be submitted 
on the American Library Association Interlibrary Loan 
Request form. 


2. Coupons. NAL coupons will no longer be issued. Coupons 
on hand may be sent with orders until further notice. If 
coupons are sent and a request cannot be filled, a credit 
memo will be issued. No coupons will be returned. 


Alternatively, coupons on hand may be redeemed for cash. 

A request for redemption accompanied by the coupons should 
be sent to USDA/SEA/TIS, Photoduplication Section, National 
Agricultural Library Building, Beltsville, Maryland 20705. 


3. Billing. A bill will be sent for any photocopy which we supply. 
The billing will be sent separately from the photocopy. 
Bills will be issued by the USDA/SEA, Financial Management 
Division, South Building, Room 6017, Washington, D.C. 20250. 


JENNIE L. BROGDON, Head 
Utilization Section 
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Availability of Cited References 


Books. The National Agricultural Library (NAL) lends books, other than 
rare books, or those on reserve, or in the reference collection, to U.S. 
Department of Agriculture employees. Non-USDA individuals should arrange 
interlibrary loan through their local public, university, or special library. 

1. Form: The American Library Association's (ALA) Interlibrary 
Loan Request form is preferred. Citations should be as 
complete as possible and the source of reference should 
be provided if known. Please use one form for each item 
requested. TWX requests are accepted. NAL's number is 
710-828-0506. 

2. Loan Period and Renewals: Material is loaned for 30 days 
from date it is charged at NAL. Renewals should be 
requested by phone (301-344-3761). 

3. Delivery and Returns: All loans will be sent first class 
and should be returned in the same manner. The borrowing 
library is responsible from the moment of dispatch for any 
loss or damage incurred. 


Periodicals. Periodicals and other non-circulating materials are not 
available for loan but may be used in NAL or in its designated reading 
rooms in the Washington, D.C. area. 


Photocopy of journal articles. Photocopy of journal articles will be sent 
in lieu of loan to USDA employees, 1890 land-grant institutes, and libraries 
with which NAL has a reciprocal arrangement. USDA EMPLOYEES SHOULD SUBMIT 
REQUESTS ON FORM AD-245. These forms are available from their procurement 
office. Requestors not in one of the above categories may purchase 
reproductions of journal articles, technical papers, reports, etc., in the 
NAL collection as outlined below: 

l. Form: Please use USDA Request for Photocopying forms (LF-607). 
These forms are available from NAL upon request. Use one for 
each citation. Requests should be as complete as possible 
with a minimum of abbreviation. Indicate whether xerographic 
copy or microfilm is desired and sign each order form. If an 
alternate form is used, please send in triplicate. 

2. Rate: (Subject to increase) 

Xerographic Copy: $2.00 for each 10 pages or fraction 
copied from a single article or book. 

Microfilm (35mm): $1.00 for each 30 pages or fraction 
copied from a single article or book. 

3. Payment: Users with heavy or continuous volume may request 
monthly billing or pay for requests with NAL coupons. These 
coupons may be purchased in any quantity at $1.00 each. 

Payment (check or money order payable to the National Agricultural 
Library) mist accompany NAL coupon orders. Attach the necessary 
number of coupons to each LF-607 submitted. Occasional or one 

time users should enclosed a check or money order with each request 
or group of requests. 
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4. Restrictions: Reproductions will be made only from material 
in the NAL collection. Monographs will not be copied in their 
entirety (see Interlibrary Loan Service above). Special 
arrangements must be made for microfilm of entire issues or oy aa 
long runs of a journal title. S f 
§ 


Requests for the services described above should be sent to: 


U.S. Department of Agriculture 
National Agricultural Library 
Lending Division 

Beltsville, Maryland 20705 


Questions concerning these services should be directed to the attention 
of the Chief, Lending Division. 
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